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SECNAV INSTRUCTION 1241O.22A

From: Secretary of the Navy

Subj: CIVILIAN EMPLOYEE TWINING AND CAREER DEVELOPMENT

Ref: (a)
(b)
(c)

(d)

(e)

(f)

5 CFR Part 410, Training
Federal Personnel Manual, Chapter 410, Training
Department of Defense Civilian Personnel Manual,
Chapter 410, Training
5 CFR Part 412, Executive and Management
Development
Federal Personnel Manual, Chapter 412, Executive,
Management and Supervisory Development
Department of Defense Civilian Personnel Manual,
Chapter 950, Civilian Career Management

1. PurBose. To revise policies and delegate responsibilities for
civilian employee training and career development within the
Department of the Navy. This instruction is a complete revision
and should be read in its entirety.

20 Cancellation. SECNAVINST 12410.22 and SECNAVINST 12410.23.

3. Background. Revision of policies to strengthen civilian
employee training and career development programs is necessary.
Additionally, changes in the Department of the Navy organization
require revision of assignment of responsibilities.

4. Policy. The Department of the Navy must ensure that its
civilian workforce is able to meet present and future mission
requirements. To this end, the following policies apply:

a. Department of the Navy organizations and activities will
allocate sufficient resources to meet immediate and long-range
training requirements, assure individual employee competency, and
provide planned career development opportunities for civilian
employees. It is recommended that, as a minimum, one percent of
the annual activity operating budget be allocated to support
non-salary training costs.

b. Training and development needs will be identified in
conjunction with the performance appraisal process. Civilian
employees will be selected for training and development on the
basis of needs and requirements generated from specific documented
sources such as performance appraisals, position function changes
formal career program requirements, regulatory issuances, and I

approved individual\activity training plans.

c. Equal opportunities for nomination and selection for
training and development shall be extended to all civilian
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employees, without regard to race, color~ sex~ religion~ national
origin, age, or handicapped condition. Training and development
may be used to help correct patterns of underrepresentation by
providing increased skills and career progression opportunities.

d. Training courses developed or conducted specifically for
Department of the Navy employees are to incorporate the use of
pre- and post-course tests, where feasible- These tests are to be
used to measure the extent to which employees need the training and
the extent to which employees acquired the major skills and
knowledges conveyed through training. Under no circumstances are
test results to be used for personnel action purposes which reflect
adversely on course participants, except where successful
completion is prerequisite to continuation in the program.

e. Senior Executive Service (SES) components will establish
Candidate Development Programs (CDPS) to be managed and directed by
their Executive Resource Boards. CDPS are developmental with the
objective of focusing primarily on individuals just below the SES,
at the GS/GM-15 level. Structured selection procedures, with
defined criteria, will be utilized in selecting from those
interested. CDPS will not be used to replace the competitive
selection process for filling SES positions.

f. All civilian training and development will be evaluated
consistent with references (a), (b) and (c). Evaluation will focus
on specific impact, such as improved performance and increased
productivity. Cost effectiveness must also be considered in the
evaluation process.

5. Maior Proaram Areas. The following programs constitute the
basis of civilian training and career development in the Department
of the Navy:

a. Executive, Management and Sunenison Develo~ment. The
Executive and Management Development (XD/MD) Program is designed to
develop and enhance specific managerial competencies as specified
in references (d) and (e). Effective implementation requires that
planning for supenisory development be integrated with XD/MD to
facilitate logical career progression from first-line supervisor to
executive. Implementation of the XD/MD Program also includes
active participation in the President’s Executive Exchange Program,
administered through the President’s Commission on Executive
Exchange, both in sponsoring Department of the Navy executives to
private industry and in serving as host to private sector
participants.
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b. De~artment of Defense and De~artment of the Navy Career
‘___ ManacrementProarams. Career management programs are the principal

vehicles for planning and meeting Department of the Navy long-range
professional and technical skills requirements consistent with
reference (f). Programs are established for selected major
occupations to assure planned personnel intake and responsive
training and development systems.

Waqe-Grade Traininq and Develo~ment. Wage-grade training
progr%s focus on meeting the skilled labor requirements of
Department of the Navy activities. These programs also ensure a
competent supervisory and work leader workforce, and provide
systematic recruitment and timely retraining of wage-grade
employees to meet new technology or mission-change requirements.

d. Professional, Administrative and Technical Proqrams for
Non-Waqe Grade Personnel. Programs for non-wage grade personnel
are designed to meet individual and organizational technical,
professional, and administrative competency requirements in the
Department of the Navy. State-of-the-art training for these
employees, such as engineers and scientists, is essential.

60 Delegation of Authority and Res~onsibilities. Delegation of
authority and responsibilities is consistent with the established
concept of centralized policy formulation and decentralized program
execution:

u
a. The Assistant Secretary of the Navy (Manpower and Reserve

Affairs (ASN (M&RA)) has overall responsibility for the Department
of the Navy civilian employee training and career development
program. The principal support in this area is provided by the
Deputy Assistant Secretary of the Navy (Civilian Personnel Policy/
Equal Employment Opportunity).

b. The Director, Office of Civilian Personnel Management is
responsible for: developing and issuing implementing instructions
and guidance based on civilian employee training and career
development programs established by the Secretary of the Navy;
publicizing specific program opportunities and reviewing related
nominations for accuracy and completeness, as appropriate; and
monitoring and assessing overall program effectiveness to determine
if individual and program goals and objectives are being met.

c. The Assistant for Administration/Office of the Under
Secretary of the Navy (AA/USN); the Chief of Naval Operations
(CNO); Commandant of the Marine Corps (CMC); and the Chief of Naval
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Research (CNR) are responsible for overall employee and career
development direction. They will provide adequate program
resources, issue appropriate guidelines, assess program
effectiveness, assure regulatory compliance, and provide
professional advice and assistance on matters pertaining to
civilian training and development. The President’s Commission on
Executive Exchange requires that private sector participants in the
Presidents Executive Exchange Program be assigned to positions at
the Secretariat level only. Therefore, the AA/USN is also
responsible for identifying host positions within the Navy
Secretariat and arranging for completion of the employment process
for private sector participation in the latter program.

d. Senior Executive Service Components (the Navy Secretariat;
Office of the Chief of Naval Operations; Headquarters, U. S. Marine
Corps; Office of the Chief of Naval Research, Headquarters and
field; Naval Sea Systems Command, Headquarters and field; Naval Air
Systems Command, Headquarters and field; Naval Facilities
Engineering Command, Naval Supply Systems Command and Strategic,
Systems Project Office, Headquarters and field; and Space and Naval
Warfare Systems Command and Research and Development Centers) are
responsible for using their Executive Resource Boards for oversight
of programs covering incumbent executives and SES candidate
development.

7. Action: Addressees will ensure that the policy and procedures
outlined in this instruction are implemented.

\J/ Daniel Howard
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~nder Secretary of the Navy
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(See Page 5)
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26L1
26N1
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26S1
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26U
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39B
391
40B
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41B
41C
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(2 copies each unless otherwise indicated)
(Navy Department)
(College and University)
(Fleet Commanders in Chief and Detachment)
(Force Commanders)
(T~e Commanders) (less 24J)
(Operational Test and Evaluation Force and
Detachment)
(Fleet Training Group PAC) (San Diego and
Pearl Harbor, only)
(Polaris Material Office LANT)
(Headquarters Support Activity LANT)
(Nuclear Weapons Training Group)
(Mobile Technical Unit LANT) (MOTUS 2, 10 and 12
only)
(Mobile Technical Unit PAC) (MOTU 5, only)
(Surface Force Readiness Support Group)
(Charleston, only)
(Shore Intermediate Maintenance Activity) (less
Pearl Harbor)
(Fleet Area Control and Surveillance Facility)
(Fleet Data Processing Service Centerr PAC)
(Special Warfare Group and Unit PAC)
(COMNAVSPECWARGRU 1, only)
(Fleet Imaging Command, Fleet Audiovisual Command
Center, Facility and Detachment) (less
FLTIMAGCOMLANT Jacksonville)
(Fleet Combat Systems Training Unit)
(Support Force)
(Surface Group and Force Representative PAC)
(COMNAVSURFGRUMIDPAC, only)
(Construction Battalions)
(Construction Battalion Maintenance Unit)
(Control of Shipping Officer) (Bahrain, only)
(Commander, MSC)
(Area Commanders, MSC)
(Sub-Area Commanders, MSC)
(Offices, MSC) (United Kingdom, Honolulu, Pusan,
Alaska, Seattle, Long Beach, Norfolk, and
Port Canaveral, only)
(Fleet Air Commands)
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Distribution:
SNDL 42B1

42B2

42D

42P1

42P2

PART 2

DID
E3A
FA1O
FF38
FJC1
FKPIG

FKRIA
FKR4A
FT31

MARCORPS L27

copy to:
SNDL B5

B7

50A

FL1

S/HCPO (3)
NPPSO/DW

Stocked:

(Continued)
(FunctionalWing Commander LANT) (less
COMSEABASEDASWWINGSLANT)
(Functional Wing Commander PAC) (less
COMLATWINGPACISAT)
(Fleet Aviation Specialized Operational
Training Group)
(Patrol Wing and Squadron LANT) (VP) (VPU)
(PATWING 5, 11, only)
(Patrol Wing and Squadron PAC (VP) (VPU) (PATWING
1, 2, 10, PATWINGSPAC DET ADAK, PATWING ON DET
Agana, Cubi Point, Kadena, Misawa, only)
Naval Shore Activities (less A, B, C40, C43B, C7,
E3A (NRL), FA1O, FB36 (ADAK, AK) FF38, FJC1,
FKPIG, FKRIA, FKR4A, FT31, and V)
(Office of Civilian Personnel Management) (100)
(Laboratory ONR) (NRL only) (8)
(Submarine Base LANT) (4)
(Naval Academy) (4)
(Civilian Personnel Center) (3)
(Naval Ship Weapons Systems Engineering Station)
(4)
(Air Station NAVAIRSYSCOM) (6)
(Missile Test Center) (6)
(Training Center) (7)
(200)

(U. S. Coast Guard) (COMDT COGARD, only)
Inter-Service Civilian Personnel Support
Activities)
(Unified and Specified Commands) (USCINCPAC and
USCINCLANT, only)
(Naval Data Automation Command) (Code-813, only)
(20 copies)

CO, NAVPUBFORMCEN
5801 Tabor Avenue
Philadelphia, PA 19120-5099 (500 copies)
S/N O579LDO54611O
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